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APPENDIX I: NASA STATIONARY SPECIFICATION STANDARDS

The following products represent standardized templates including product specifications for stationary components
identified in the NASA Style Guide. These templates are to be used for purposes of reference to the NPR 1450.10D
NASA Correspondence Management and Communications Standards and Style and for reproduction of such stated
products.

These are the prime elements required to create approved NASA communications material as required by the
Communications Material Review Process. For more information on the approval process, go to
http://communications.nasa.gov

"Communications Material" is defined as media that is produced with NASA funds and conveys information about
NASA projects, programs and results to both external and internal audiences.
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"MASA Lettarhead"

Natanal Acronastics and Space Administaton

Hepdguaarions
Wasrington, DT 205550000

Flagae m R

Mot to Scale

Final Size: 8%: X 11" {prints PMS 288 & PMS 185 & Black)

MASA Insignia: (approx B611" Blue sphere); Two Color PMS 185 & PMS 286

Agency Mame: 10 pt Hehvatica Medium (UYL case, left justification) {prints Black)

Center Mame: 10 pt with 17 pt leading Helvetica Bold (/L case, left justification) (prints Black)
City, State, Zig: 10 pt with 11 pt I2ading Helvetica Roman (LWL case, left justification) (prints Black)
Reply to Attn of: 7 pt Helvetica Roman (VL case, left justification) (grints Blagk)

Top Hash Mark: .5 pt rule (position to bleed off sheet—represents fold indicator for letter)

(prints Black)
Bettom Hash Mark: .5 pt rule (position to bleed off sheat—represents last line of copy for the latter)
(prints Black)
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“MASA Office of the Administrator Letterhead”

Hatonal A and Space A
Dffice of thwe Administraion
Wissningion, DG 20548-0001

Mot to Scale

Final Size: 812 X 11°, prints PMS 288, 185 and Black
MASA Insignia: 7" Blue sphere, two color: PMS 185 and 286
Agency Mamae: 10 pt Helvetica Medium, USL case, left justification, prints Black

Office of the Administrator: 10 pt with 17 pt leading, Helvetica Bold, UL case, left justification,
prints Black

City, State, Zip: 10 pt with 11 pt leading, Helvetica Roman, USL case, left justification, prints Black

Top Hash Mark: .5 pt rule (position to bleed off sheet—represents fold indicater for letten),

prints Black
Bottom Hash Mark: .5 pt rule (position to bleed off sheet—rapresents last line of copy for the latter),
prints Black
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“MASA Headqguarters Mailing Label”

Hational Asronautics and
Space Administration

Headguarters
Mail Suite
Washington, DC 20546-0001

Official Busingss

Final Size: 4% X 27" (prints Black)

MNASA Insignia: (approx %" Black sphere); (prints Black)

Agency Mame: 7.15 pt with 8.58 leading Helvetica Medium (U/L case, left justification) (prints Black)
Headquarters: 7.15 pt with 17.4 pt leading Helvetica Bold (U/L case, left justification)

Mail Suite: 7.15 pt with 8.7 pt leading Helvetica Roman (U/L case, left justification)

City, State, Zip, Official Business: 7.15 pt with 8.7 pt leading Helvetica Roman (U/L case, left
justification) (prints Black)

Rule Line: 1 pt X 7"
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*MASA Centers Mailing Label (Code)”

Kermedy Space Center
Mazil Code

Official Busingss

Final Size: 4% X 274" (prints Black)
MASA Insignia: (approx 33" Black sphere); (prints Black)

Agency Name: 7.15 pt with 8.58 leading Helvetica Medium (U/L case, left justification) (prints Black)
Center Mame: 7.15 pt with 17 4 pt keading Helvetica Bold (/L case, left justification)

Mail Code: 7.15 pt with 8.7 pt leading Hedvetica Roman (U/L case, left justification)

City, State, Zip, Official Business: 7.15 pt with 8.7 pt leading Hehlwetica Roman {LIL case, left
justification) (prints Black)

Rule Line: 1 pt X %"
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“MASA Centers Mailing Label (Stop)”

Mational Aeronautics and
Space Administration

Kennedy Space Cerber
Mail Stog
Kennedy Space Center, Florida 32853

Orficial Busingss

Final Size: 4% X 274" (prints Black)

MASA Insignia: (approx %" Black sphere); (prints Black)

Agency Name: 7.15 pt with 8.58 leading Helvetica Madium (/L case, left justification) (prints Black)
Center Nama: 7.15 pt with 17.4 pt leading Helvetica Bold (/L case, left justification)

Mail Stop: 7.15 pt with 8.7 pt leading Helvetica Roman (UL case, left justification)

City, State, Zip, Official Business: 7.15 pt with 8.7 pt leading Helvetica Roman (U/L case, left
justification) (prints Black)

Rule Ling: 1 pt X 74"
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“MASA #10 Headguarters Envelope”

Mations! Asronautics and Space Adminisration

Ml
\Washinghon, DG 20546-0007

Official Busineas

Not to Scale

Final Size: 9% X 414" (prints PMS 286 & PMS 185)

MASA Insignia: (approx %" Blus sphere); Two Color: PMS 185 & PMS 288

Agency Name: 9 pt Helvetica Mediumn (/L case, left justification) (prints PMS 286)
Headquarters: 8 pt with 22 pt leading Helvetica Bold (/L case, left justification) (prints PMS 286)
Mail Suite: 9 pt with 11 pt leading Helvetica Roman {U/L case, laft justification) (prints PMS 2B6)

City, State, Zip, Official Business: 9 pt with 11 pt leading Helvetica Roman (U/L casa, left
justification]) (prints PMS 288)

Rule Lina: 1 pt X %"
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“NASA #10 Center (Code) Envelope”

Nasanal Asronautcs and Space A
HKernady Space Canter
MadCode

Kennady Space Carter, Fonas I8
CHACH BLdingss

Mot to Scale

Final Size: 9% X 4%~ (prints PMS 286 & PMS 185)

MASA Insignia: (approx 4" Blue sphere); Two Color: PMS 185 & PMS 286

Agency Name: 8 pt Helvetica Medium (/L case, left justification) (prints PMS 286)

Center name: 9 pt with 22 pt leading Helvatica Bold (L/L case, left justification) (prints PMS 288)
Mail Code: 9 pt with 11 pt leading Helvetica Roman (/L case, left justification) (prints PMS 286)

City, State, Zip, Official Business: 9 pt with 11 pt leading Helvetica Roman (U/L case, left
|ustification) (prints PMS 286)

Rule Line: 1 pt X %"
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“NASA #10 Centar (Stop) Envelope”

A fhics and Space A
Kannacy Spacs Carler
Mai St
Kerriady Space Center, Florda X285

difficial Buainess

Mot to Scale

Final Size: 9% X 4%4" prints PMS 288 & PMS 185)

MNASA Insignia: [approx 35" Blue sphere); Two Coler: PMS 185 & PMS 286

Agency Name: 9 pt Helvetica Medium (U/L casa, left justification) (prints PMS 286)

Center name: 9 pt with 22 pt leading Helvetica Bold (UL casa, left justification) (prints PFMS 286)
Mall Stop: 9 ptwith 11 pt leading Helvelica Roman (UYL casa, laft justification) (prints PWWS 286)

City, State, Zip, Official Business: 9 pt with 11 pt leading Halvatica Roman (L/L case, left
justification) {prints PMS 2B8)

Rule Line: 1 pt X 78"

Verify Current version before use at:

NPR 1450.10D -- AppendixI http://modis3.gsfc.nasa.gov/

Page 9 of 13

Page 9 of 13


http://nodis3.gsfc.nasa.gov/
http://nodis3.gsfc.nasa.gov/

Verify Current version before use at: Page 10 of 13

NPR 1450.10D -- AppendixI http://nodis3.gsfc.nasa.gov/

“MASA 210 Office of the Administrator Envelope™

Matenal famnautics and Spacs Admenaratesn

DHics af tha Adminiatrator
Vigalirgten, DO 205480001

Ofical Busrpss

Mot to Scale

Final Size: 1% ¥ 4%, prinls PMS 208, 185 and Black
hASA Inssgnia- 3* Bloe sphars, twe colar: PMS 185 and 286
Agency Name: 3 pt Helvetica Meadium, LIEL case, left justification, prints Black

CHfice of the Adminstrator 8 pt with 22 pt leading, Helvetica Bold, USL case, left justification,
prints Black

City, State, Zip, Official Business: 9 pt with 11 pt leading, Helvetica Roman,
LIZL case [aft ustification, prints Black

Rule Lina: 1 pt X 7&* [5.25 picas)
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“NAZA 9 X 12" Envalops - Headouarters Version®

Hifkirad Sprpa i ired Aowcr v
Handpuniam 3

Final Biza: 9 X 12°

MASA Insigni: 70" sphera, prinls Black

Agency Mame: 8 pl Helvetica Medium, LISL case, left justification, prints Black

Center Name: 8 pt with 18 pt leading, Helvetica Bald, UL case, left justification, prints Black

Mall Suite, City, State, Zip, Official Businass: B pt with 8.5 pt lzading, Hevetica Roman, U&L caze,
left ustification, prints Black

Rulz Line: 1 pt extending to the kast “s" on "Businesz"
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“MASA 9 X 12" Envelope - Canter (Coda) Varsion™

Halioral herrmdcr wed Space Adninidobion
Harioy Bpach G
=

Farvsacy Space Cortes Mo 1208
L iy

Firal Siza: 9 X 12"

MAZA Insignia: 70" sphere, prints Black

Agency Name: B pt Helvetica Medium, USL caze, left justification, prints Black

Canter Mame: 8 pt with 18 pt lzading, Helvetica Bold, UL case, lsft justification, prints Black

Mail Cada, City, State, Zip, Official Business: 8 pt with 9.5 pl leading, Helvetica Roman, USL case,
left justification, prnts Black

Rule Line: 1 pt extending 1o tha last “s" on "Business"
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“MASA 9 X 12" Envelops - Center (Stop) Version”

Halicral heranuiop wnal isiss fnkrinkfra bon
Fivemey Bppca Ganter
i

Ky R oras: Fieds Xowe
o

Final Slze: 9 X 12"

MASA Insignia: 70" sphera, prints Black

Agency Mame: & pt Halvatica Medium, USL case, left justification, prints Blagk

Center Mame: 8 pt with 18 pt leading, Helvetica Bald, USL case, left justification, prints Black

Mail Stop, City, State, Zip, Official Business: 8 ptwith 9.5 pt lzading, Halvetica Roman, UAL cass,
left justification, prints Black

Rule Line; 1 pt extending to the last "s” on “Businzss"
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